EDA Users Manud

DoD EDA Web (DFAS)

M odule 5

Vouchers

L esson 1: Searching for Vouchers

Introduction This lesson provides the information necessary to search and retrieve
vouchers. Thislesson clearly defines the step by step procedures for
the different searches used to retrieve vouchers or voucher
information.

L esson Using the Student Guide and a computer the student will:

Objectives

* perform different voucher search options
« find and retrieve vouchers using step-by-step procedures.

In ThisLesson This lesson contains the following topics:

Topic Page
Voucher Search Options 5-2
Search For DSSN within Payment Date Range

5-3

Search For Accountable Station by DSSN within Payment Date 5-5
Range
Search For Accountable Station within Payment Date Range 5-7
Search For Voucher Number by DSSN within Payment Date 5-9
Range
Search For Contract Number within Payment Date Range 5-11
Search For ACRN within Payment Date Range 5-13

Search For Document Reference by Accountable Station within 5-15
Payment Date Range

Search For Appropriation by Accountable Station within Payment |  5-17

Date

Search For Appropriation within Payment Date Range 5-19
Search For Specific Contract (Including All Mods) 5-21
Search For Specific Personal Property GBL 5-22
Search Customized Voucher List Using Query by Example 5-24
Search For All Vouchers transmittals by EDA Availability Date 2

5-27
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Summary

5-28

Voucher Search Options

Introduction
The first screen you will seeis the voucher search options screen,
shown below:

Department of Defense
Electronic Document Access

Voucher Search Options

Select one of the following search options:

Search for DISI within Payment Date Eange

Search for Accountable Station by DESM within Payment Date Range
Search for Accountable Station within Payment Date Fange

Search for Voucher Mumber by DESN wathin Payment Date Range

Search for Contract Mumber within Payment Date Eange

Seatch for ACED within Payment Date Fange

Seatch for Document Eeference by Accountable Station within Paytment Date Fange
Search for Appropriation by Accountable Station within Payment Date Range
Search for Appropriation within Payment Date Range

Search for Specific Contract {and All Mo ds)

Search for Specific Personal Property GBL

Search for Specific Freight GBEL (to be inplemented later)

Search for Customized Voucher List using Query By Example

Search for All Vouchers by EDA Availlability Drate

Search for Work Center Designator within Payment Date Range

Screen V-1-1, Voucher Search Options

Actions To select avoucher search option, click on search, next to the search
selection option.

Table V-1-1. Voucher Search Option

Step Action Result

1 Select a voucher search option | The screen you select
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by clicking on the word
Sear ch for the appropriate
option in the list.

will appear to alow
you to enter search
parameters.

A-102
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Sear ch for DSSN within Payment Date Range

Search Criteria | Search for avoucher given a Disbursing Station Symbol Number
(DSSN) within a payment date range. The search will return the
vouchers meeting specified payment date ranges, and DSSN. The
search screen is shown below.

Department of Defense
Elecironic Document Access

DSSN within Payment Date Range

Enter search criteria:

Mote: Dates are in the form T T MDD, 18, 13960201 = September 1, 1996

“iew Search Results Download Search Results |
Deownload header info? T (check here)

DasH i
LAyment Hrart
Payment gt:tf |Greater than ar Equal to j
P_a%End; ILess than ar Equal to j

Date

Start a new search
Eeturn to DOD EDA Document Selection Screen

Screen V-1-2, DSSN within Payment Date Range

Actions To search for vouchers by DSSN within the Payment Date Range
select search for DSSN within Payment Date Range.

Table V-1-2. DSSN Disbursing Station Symbol within the Payment

Date Range
Step Action Result
1 Typeinthe DSSN and press | Thiswill place your
<Tab>. cursor in the Payment
Start Date box.
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2 Type in the start date and Thiswill place your
press <Tab> to next data cursor in the Payment
field. End Date box.

3 Typeinthe End Date. Y ou have now set your

parameters.

4 Select either Thiswill bring up alist
<View Search Results> of vouchers for your

selection.

Click on select for the Review voucher or copy
voucher number data from the voucher.

or
<Download Search Thiswill bring up the
Results> Download Now or Start
Note: If youwishto have | anew Search screen.
the column titles included,
click on <Download header
info? > prior to selecting the
Download Search Results
option.

Sear ch for Accountable Station by DSSN within Payment Date Range

A-104 Version 1.1



DoD EDA Web (DFAS) EDA Users Manuel

Search Criteria | Search for a voucher when a specific Accountable Station and DSSN
are known and will return all vouchers within the start and end date

parameters.
Screen Department of Defense
Electronic Document Access
Accountable Station by DSSN within Payment
Date Range
Enter search criteria:
MNote: Dates are m the form T YT YRIDD, 1. 19560901 = September 1, 1996
Yiew Search Results Download Search Results |
Download header info? [ {check here)
Accountable !—
Station
D3SH ;
P—a‘% IGreater than or Equal to j
P_ay%; ILess than or Equal to j
Start a new search
Eeturn to DOD EDA Document Selection Screen
Screen V-1-3, Accountable Station by DSSN within Payment Date
Range
Steps To perform a search for avoucher by Accountable Station by DSSN

within Payment Date Range select that option.

Table V-1-3. Accountable Station by DSSN within Payment Date

Range.
Step Action Result
1 Type in the Accountable Thiswill place your cursor
Station Number and press in the DSSN box.
<Tab>.
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Typein the DSSN and press
<Tab>.

Thiswill place your cursor
in the Payment Start Date
box.

Type in the Payment Start
Date and press <Tab> to next
datafield.

This will place your cursor
in the Payment End Date
box.

Type in the Payment End
Date.

Y ou now have set your
parameters.

Select either
<View Search Results>

Click on select for the voucher
number

or

<Download Search Results>
Note: If you wish to have the
column titles included, click
on <Download header inf.?
> prior to selecting the
Download Search Results
option.

Thiswill bring up alist of
vouchers for your selection.

Review voucher or copy
data from the voucher.

Thiswill bring up the
Download Now or Start a
new Search screen.
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Sear ch for Accountable Station within Payment Date Range

Search Criteria  Search for a voucher when the specific Accountable Station is
known. The search will return all vouchers within the start and end

date parameters.

Department of Defense
Electronic Document Access

Accountable Station within Payment Date
Range

Enter search criteria:
Mote: Dates are in the form YY T YMIDD, 1e. 19560501 = September 1, 1996

“Wiew Search Results Download Search Results |
Download header info? [T (check here)

Accountable ’—
Station !
rayment start
Payment gt::: i ’Greater than ar Equal to j
Payment Fnd i |Less than or Equal to j

Date

Start a new search
Eeturn to DOD EDA Document Selection Screen

IFwvouneed assistance with EDA | click here for more mformation.

Screen V-1-4, Accountable Station within Payment Date Range

Steps To search for avoucher by Accountable Station number within a
Payment Date Range.

Table V-1-4. Accountable Sation within Payment Date Range

Step Action Result
1 Type in the Accountable This will place your cursor
Station number and press | in the Payment Start Date
<Tab>. box.
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Type in the Payment Start
Date and press <Tab> to
next data field.

This will place your cursor
in the Payment End Date
box.

Type in the Payment End
Date.

Y ou have set your
parameters.

Select either
<View Search Results>

Click on salect for the
voucher number

or

<Download Search
Reaults>

Note: If you wish to have
the column titles included,
click on <Download
header info? > prior to
selecting the Download
Search Results option.

Thiswill bring up alist of
vouchers for your selection.

Review voucher or copy
data from the voucher.

Thiswill bring up the
Download Now or Start a
new Search screen.
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Sear ch for Disbursing Voucher Number by DSSN within Payment Date Range

Search Criteria  Thisisasearch for a voucher when the specific VVoucher Number and
specific DSSN are known. The search will return the specific voucher
based on the start and end date parameters.

Department of Defense
Electronic Document Access

Y Voucher Number by DSSN within Payment Date
Range

Enter search criteria:
Mote: Dates are in the form T ¥ Y WMIDD, 16, 13960201 = September 1, 1996

Yiew Search Results Download Search Results |
Dewnload header info? T (check here)

WVoucher I—

Mumber

DSSN!

Payment Start
Greater than or Equalto =
Date I I a J

P—a%iil |Less than ar Equal to j

Start a new search
Eeturn to DOD EDA Document Selection Screen

Screen V-1-5, Disbursing Voucher Number by DSSN within Payment
Date Range

Steps Search for avoucher by Voucher Number and DSSN within a
Payment Date Range select that option.

Table V-1-5. Disbursing Voucher Number by DSSN within Payment
Date Range

Step Action Result

1 Typein the Voucher number | Thiswill place your cursor
and press <Tab>. in the DSSN box.
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Typeinthe DSSN and press
<Tab>.

This will place your cursor
in the Payment Start Date
box.

Type in the Payment Start
Date and press <Tab> to next
datafield.

Thiswill place your cursor
in the Payment End Date
box.

Type in the Payment End
Date.

Y ou now have set your
parameters.

Select either <View Search
Reaults>

Click on select for the voucher
number
or

<Download Search Results>
Note: If you wish to have the
column titles included, click
on <Download header info?
> prior to selecting the
Download Search Results
option.

Thiswill bring up alist of
vouchers for your
selection.

Review voucher or copy
data from the voucher.

Thiswill bring up the
Download Now or Start a
new Search screen.
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Sear ch for Contract Number within Payment Date Range

Search Criteria  Thisisasearch for vouchers by Contract Number within a Payment
Date Range and will return the specific vouchers based on the start
and end date parameters.

Note: Too large a date range may result in alarge number of vouchers
making the process difficult for the system to handle.

Department of Defense
Electronic Document Access

Contract Number within Payment Date Range

Enter search criteria:
Mote: Dates are m the form T Y YRWDD, e 19560901 = September 1, 1596

“iew Search Results Dewrload Search Results |
Daownload header info? [T (check here)

Contract II
Mumber

Fayment .tart
Pa Ent%t:;:i IGreaterthanorEquaIto j

P_a%int(:’ ILessthan or Equal ta j

Statt a hew search
Eeturn to DOD EDA Document Selection Screen

I youneed assistance with EDA, click here for more information,

Screen V-1-6, Contract Number within Payment Date Range
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Steps To search for avoucher by Contract Number within a Payment Date
Range.
Table V-1-6. Contract Number within a Payment Date Range
Step Action Result

1 Typein the Contract Number | This will place your

and press<Tab>. cursor in the Payment
Start Date box.

2 Type in the Payment Start Thiswill place your
Date and press<Tab> to cursor in the Payment
next data field. End Date box.

3 Type in the Payment End Y ou now have set your
Date. parameters.

4 Select either Thiswill bring up alist
<View Search Results> of vouchers for your

selection.
Click on select for the Review voucher or copy
voucher number data from the voucher.
or
<Download Search Thiswill bring up the
Results> Download Now or Start
Note: If you wish to have anew Search screen.
the column titles included,
click on <Download header
info? > prior to selecting the
Download Search Results
option.
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Search for ACRN within Payment Date Range

Search Criteria | The search for ACRN within a Payment Date Range can be used
when the ACRN is known. The search will return vouchers based on
the start and end date parameters.

|»

Department of Defense
Electronic Document Access

ACRN within Payment Date Range

Enter search criteria:
Mote: Dates are in the form TY T YRDD, 1e 19960901 = September 1, 1996

YWiew Search Results Dewenload Search Results | i

Download header info? [T {check here)

ACRN

Payment Start
Greater than or Equalto | =
Date I 9 J

Pa entDErid ; ILess than or Equal to j
ate

Start a new search
Eeturn to DOD EDA Document Selection Screen

If you need assistance with EDA | click here for more information.

Screen V-1-7, ACRN within Payment Date Range
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Steps To search for vouchers by the Accounting Classification Reference
Number within Payment Date Range select the appropriate option.

Table V-1-7. Accounting Classification Reference Number within
Payment Date Range

Step Action Result

1 Typeinthe ACRN and Thiswill place your cursor in

press <Tab>. the Payment Start Date box.
2 Type in the Payment Thiswill place your cursor in
Start Date and press the Payment End Date box.

<Tab> to next datafield.

3 Type in the Payment End | Y ou now have set your

Date. parameters.

4 Select either Thiswill bring up alist of
<View Search Results> | vouchers for your selection.
Click on select for the Review voucher or copy
voucher number data from the voucher.

or

<Download Search Thiswill bring up the
Results> Download Now or Start a
Note: If you wishto new Search screen.

have the column titles
included, click on
<Download header
info? > prior to selecting
the Download Search
Results option.
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Sear ch for Document Refer ence by Accountable Station within Payment Date
Range

Search Criteria | Search for all vouchers by issuing Accounting Station and Document
Reference within a Payment Date Range, and will return the specific
vouchers based on start and end date parameters.

Department of Defense
Elecironic Document Access

Document Reference by Accountable Station
within Payment Date Range

Enter search criteria:
Mote: Dates are in the form T Y YIMDD, 1. 19960901 = September 1, 1956

“iew Search Results Download Search Results |
Download header info? I (check here)

Diocument I
Eeference

Accountable i—

Station

Payment Start
Greater than or Equalto | =
Date | | qualto 7]

Pa entDErid I ILess than or Equal to j
ate

Start a new search
Eeturn to DOD EDA Document Selection Screen

Screen V-1-8, Document Reference by Accountable Station within
Payment Date Range

Steps To search for avoucher by Accountable Station and Document
Reference within a Payment Date Range select the appropriate
option.

Table V-1-8. Document Reference by Accountable Station within
Payment Date Range

Step Action Result
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Type in the Document
Reference and press
<Tab>.

Thiswill place your cursor
in the Accountable Station
box.

Type in the Accountable
Station and press <Tab>.

Thiswill place your cursor
in the Payment Start Date
box.

Type in the Payment Start
Date and press<Tab> to
next data field.

This will place your cursor
in the Payment End Date
box.

Type in the Payment End
Date.

Y ou now have set your
parameters.

Select either
<View Search Results>

Click on select for the
voucher number
or

<Download Search
Results>

Note: If you wish to have
the column titles included,
click on <Download
header info? > prior to
selecting the Download
Search Results option.

Thiswill bring up alist of

vouchers for your selection.

Review voucher or copy
data from the voucher.

Thiswill bring up the
Download Now or Start a
new Search screen.
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Search for Appropriation by Accountable Station within Payment Date Range

Search Criteria | Search for all vouchers by Appropriation and Accountable Station
within a Payment Date Range, and will return the specific vouchers
based on the start and end date parameters.

Department of Defense
Electronic Document Access

Appropriation by Accountable Station within
Payment Date Range

Enter search criteria:
Mote: Dates ate in the formn YT Y Y IVIMDD, 12, 19260901 = September 1, 1996

“iew Search Results Download Search Results |

Download header info? I (check here)

Appropriation ||

Accountable l—

Station

Payment Start
Greater than or Egual to =
Datei l i J

P—a‘%i ILessthan or Equal to j

Start a new search
Eeturn to DOD EDA Document Selection Screen

Ifyou need assistance with EDA | click here for more mformation.

Screen V-1-9, Appropriation by Accountable Sation within
Payment Date Range

Steps To search for avoucher by Appropriation and Accountable Station
within a Payment Date Range select the appropriate option.

Table V-1-9. Appropriation and Accountable Station within
Payment Date Range.

Step Action Result
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Type in the Appropriation
and press <Tab>.

This will place your cursor
in the Accountable Station
box.

Type in the Accountable
Station and press <Tab>.

Thiswill place your cursor
in the Payment Start Date
box.

Type in the Payment Start
Date and press <Tab> to
next data field.

Thiswill place your cursor
in the Payment End Date
box.

Type in the Payment End
Date.

Y ou now have set your
parameters.

Select either
<View Search Results>

Click on salect for the
voucher number
or

<Download Search
Results>

Note: If you wish to have
the column titles included,
click on <Download header
info? > prior to selecting the
Download Search Results
option.

Thiswill bring up alist of
vouchers for your selection.

Review voucher or copy
data from the voucher.

Thiswill bring up the
Download Now or Start a
new Search screen.
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Sear ch by Appropriation within Payment Date Range

Search Criteria | Search for al vouchers by appropriation within a payment Date Range
and will return the specific vouchers based on the start and end date
parameters.

Department of Defense
Electronic Document Access

Appropriation within Payment Date Range

Enter search criteria:
Mote: Dates are m the form YY T TMIDD, 1 19960901 = September 1, 1956

“iew Search Results Download Search Results |

Download header info? [T (check here)

Appropriation ||

Payment Start
Date

Payment End ;
Date

|Greater than ar Equal to j

ILESS than ar Equal to j

Start a new search
Eeturn to DOD EDVA Document Selection Screen

[f you need assistance with ED A, click here for more information.

Screen V-1-10, Appropriation within Payment Date Range
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Steps To search for vouchers by Appropriation within Payment Date Range
select the appropriate option.

Table V-1-10. Appropriation within Payment Date Range

Step Action Result

1 Type in the Appropriation Thiswill place your cursor
and press<Tab>. in the Payment Start Date

box.

2 Type in the Payment Start Thiswill place your cursor
Date and press <Tab> to in the Payment End Date
next data field. box.

3 Type in the Payment End Y ou now have set your
Date. parameters.

4 Select either Thiswill bring up alist of
<View Search Results> vouchers for your

selection.
Click on select for the Review voucher or copy
voucher number data from the voucher.
or
<Download Search Thiswill bring up the
Results> Download Now or Start a
Note: If you wish to have new Search screen.
the column titles included,
click on <Download header
info? > prior to selecting the
Download Search Results
option.
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Sear ch for a Specific Contract (Including All M ods)

Search Criteria | Search for a voucher when the specific contract number (PIIN) is

known and will return all vouchers pertaining to the contract with
modifications.

Department of Defense
Elecironic Document Access

Specific Contract (and All Mods)

Enter search criteria:

Wiew Search Results

Contract Mumber (FITN "

Statt a new search
Eeturn to DOD EDA Document Selection Screen

Screen V-1-11, Search For a Specific contract (including all Mods)

Steps To search for a Specific Contract and Modifications select the
appropriate option.

TableV-1-11. Specific Contract (Including all Mods)

Step Action Result

1 Typein the Contract Number | You have set your

(PIIN) and press <Tab>. criteria.
2 Select <View Search A list of the contract is
Results> displayed.

Click on sdlect for the voucher | Review contract or
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number. copy data from the
contract.

Sear ch for Specific Personal Property GBL

Search Criteria | Search for a Government Bill of Lading (GBL) when the specific
number is known.

Departinent of Defense
Electronic Document Access

Specific Personal Property GBL

Enter search criteria:

“iew Search Results

Government Bill of Lading (GBL I

Start a new search
Eeturn to DOD EDA Document Selection Screen

Screen V-1-12, Specific Personal Property GBL

Steps To search for a Specific Personal Property GBL, select the
appropriate option.

Table V-1-12. Specific Personal Property GBL

Step Action Result

1 Type in the Specific Y ou have set your criteria.
Government Bill of Lading
and press <Tab>.

2 Select <View Search Thiswill bring up the
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Results> GBL.

Click on the voucher number. | Review GBL or copy data
fromthe GBL.
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Search Customized Voucher List Using Query Vouchers by Example

Search Criteria | Search in which you can tailor a voucher list to meet your needs. The
search will return the vouchers based on the established parameters
you have selected.

Steps The Search Customized Voucher List Using Query Vouchers by
Example option is basically self explanatory. (See Screen

V-1-13, Query Vouchers by Example, page V-1-27), and follow the
basic guidance provided on the screen. The following steps provide
additional clarification on some of the options.
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Table V-1-13. Query Vouchers by Example
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Step Action Result
1 Review the screen for default | Data defaultsto the
settings. selection All.
2 Select either Thiswill bring up alist
<View Search Results> of vouchers for your
selection.
Click on select for the Review voucher or
voucher number copy data from the
voucher.
or
<Download Search
Results> Thiswill bring up the
Note: If you wish to have Download Now or
the column titles included, Start anew Search
click on <Download header | screen.
info? > prior to selecting the
Download Search Results
option.
3 Click on <Clear>. All Display Field
selections are cleared.
4 Review Select Field options | Thiswill place your
and click on the appropriate | cursor in the Sort Field
<Display Field> box. Select | 1 box.
all necessary to set your
desired parameters and fill in
the datain the select field
box(s). <Tab> through the
fields you do not wish to use.
5 Use the Sort Fields 1,2,3, and | This alows you to sort

4 to arrange vouchers

and list vouchersin the

Version 2.1

125



EDA Users Manud

DoD EDA Web (DFAS)

sdlected in the desired order.

sequence you need.
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Search For All Vouchers by EDA Availability Date

Search for al vouchers and transmittals that have been posted to the
EDA system, by availability date, and will return all vouchers based on

the established parameters.

Search Criteria

Department of Defense
Electronic Document Access

All Vouchers by EDA Availability Date

Enter search criteria:

Hote: Dates are i the form T ¥ YWBDD, 16 19960901 = September 1, 1996

Download Search Results |

Download header info? I {check here)

“Wiew Search Results |

Avalabiity Start Staxt“ |Greater1han aor Equal to j

Date

Avalability End Endl ILessthan or Equal to j

Date

Start a new search
Eeturn to DOD EDA Document Selection Screen

Ifyou need assistance with EDA | click here for more mformation.

Screen V-1-14, All Vouchers and Transmittals Within Date Range By
EDA Availability

To search for al vouchers and transmittals by EDA Availability Date

Steps
select the appropriate option.

Table V-1-14. All Vouchers and Transmittals within Date Range by
EDA Availability

Step Action Result
1 Typein the Availability Start | This will place your
Date and press <Tab>to next | cursor inthe
data field. Availability End Date
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box.

Type in the Availability End
Date.

Y ou now have set your
parameters.

Select either
<View Search Results>

Click on select for the voucher
number
or

<Download Search Results>
Note: If you wish to have the

Thiswill bring up alist
of vouchers for your
selection.

Review voucher or
copy data from the
voucher.

Thiswill bring up the
Download Now or

column titles included, click Start anew Search
on <Download header info? | screen.
> prior to selecting the
Download Search Results
option.
A-128 Version 1.1



DoD EDA Web (DFAS) EDA Users Manuel

Summary

Lesson Summary | Thislesson outlined for the EDA user 14 different search criteriato
help the user find and retrieve paid voucher information. The EDA
system can format information in a cross indexed search display. The
user can select the method of search according to the information
desired and the information available at the start of the search.

The search includes searches for Government Bills of Lading (GBL)
vouchers. The user will be able to find desired information faster and
more efficiently by using the EDA voucher search feature.
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L esson 2

Download Search Overview

Introduction In the previous lesson, you learned the different searches you can do
to retrieve vouchers or voucher information. This lesson discusses
the download options available and how to transfer the data into an
Excel format.

L esson Using the Student Guide and a computer

Objective

» search for voucher information using a pre-determined search
method

* retrieve voucher information from a common data base

» download voucher information into an Excel format

¢ savevoucher information into an Excel format.

In ThisLesson This lesson contains the following topics

Topic Page
View Search Results V-5-32
Download Search Results V-5-33
Saving to Excel V-5-35
Use of Excdl V-5-38
Summary V-5-39
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I ntroduction

Screen

Steps

View Search Results

Y ou have a choice of either viewing your search results or to

download your search results. First we will look at View Search
Results.

Departinent of Defense
Elecironic Document Access

Requested Voucher Data

12093 documents selected that meet your selection criteria (1 to 25 shown ).

Click on Select to Retrieve Voucher/Transmittal Document

Voucher
Numher

Payment |[Accountahle
Date Station

|Select 6356 |AD04-01|13980901 020113

Select | DSSIN

Amount

Doc
Appn ‘ Ref

|97%49304CED | |10z020. 40
|a004-01 15980201 020113 |57x4530ACED | | 101.24
|2004-02 [19950901 028043 |97%4930ACSE | | 5600.00
|2004-03 [19980901 011173 |z1x4528 |151zc| soe40.00
|a004-04 [19950901 |D49445 |z132020 |

|Select 6358

| 10170.77

Screen V-2-1, Retrieve Voucher/Transmittal Document

To retrieve avoucher or transmittal data.

TableV-2-1. Retrieve Voucher/Transmittal Document

Step Action Results

1 Click on <Select> of the
specific voucher you wish
to review

Adobe Acrobat
Reader will retrieve
the specific voucher
for your review or
copying of data

A-132
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2 Click on <Back> Returns you to the
Requested
Voucher/Transmittal
Data screen
3 Click on <Sedlect> of a Review the voucher.
different voucher.

Download Sear ch Results

Introduction Previously you learned how to use the View Search Results option,
now let us look at the use of the Download Search Results option.

Screen Department of Defense

Electronic Document Access

DSSN within Payment Date Range

Enter search criteria:

Mote: Dates are i the form TV Y TRIMDD, 16, 19960201 = September 1, 1956

Yiew Search Results Download Search Results |

Download header info? [T (check here)

DSSNI

ent Start
Greater than or Equalto =
—LDEM | | qualte ]

Screen V-2-2, Download Search Results

Steps To download voucher data on the search criteria screen.

Table V-2-2. Scarch Criteria Screen
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Step Action Result
1 Click on <Download Thiswill provide you with the
Now> basic data of all vouchers within
the requested search parameters
or

<Start a New Search> | Thiswill take you back to the
Voucher Search Options screen

Download The following screen shows the results of Download without
Result checking the Download header info? box.
SCI’een = Microsoft Excel - YOU1.C5Y |5
|
+
‘6422 'H911-02 119970912 020113 1'97x4930A° 57600 'DAAEQ7IE AL
‘w422 'H311-03 iM19970912:'020113 GFA49304" w7600 DAAEOTIE AL
6422 ‘HO11-04 19970012 020113 97XE24315 7RI 00 " DAAETIEAC
B422 Ho11-08 19970812 020119 a7 4930 AT 21456 6 TDARAGOO AL -
5422 HO11-06 19970012 020113 [97H4GE0A" 17136 45 "DAAAGIIT AL, —
‘422 'H311-06 {M19970912:'020113 GTA49308" 1786410 (DAAADFIZ AL
5422 'HI11-06 19970912 020113 97X 4930 4° 17136 45 DAAANES AL
5422 HO11-06 19970012 020113 97X 400 A" 17136 45 DAAAGGS AL
‘w422 ‘H311-08 M19970912:020113 BFAB24257D4E0 2062100 fMEFO0496E AL
422 HOTI- 12062100 “METOD4IEAA
Bi22 Ha11 TR HE METU 496 AL
'hd22 'H311-08 M19970912:" G7AE242570D4R0 2062100 (MEFO0496 A4
‘w422 ‘H311-08 193709123 G7KE2425704R0 2062100 METO0496" Al
422 'HI11-08 19970912 " S7XE242S 70460 2062100 'MB7O0AIE AL
Bi22 Ha11-08" 19970572 97XE24I5TD4ARD 2080700 " ME/ D495 Al
hd22 ‘H311-08 19970912 B7AB2425TD4ED 2062100 fMEFO0496E AL
6422 'Ho11-09 19970912 020113 ['97X4030A° 7500 TDAAEDFOTAA T
B422 Ha1-08 " oe7iE E 020119 Tar X 460 AT B25 00 DAAEGTa AR
'hd22 ‘H311-09 M19970912:'020113 G7A49304" “13.60 DAAEOTI Al
‘w422 ‘HI11-09 19970912 020113 GTA49304" 345 DAAEOTIZ AL i+
+l [ +
Preview: Page 1 of 10 | (RO | s

Screen V-2-3, Download Data without Header Info
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Download Result | The following screen shows the results of Download when checking
the Download header info? box

Sereen
Next B Print... I ﬁetuE... I Margins I Close I ﬂeIE I
3]
DSSH YOUCHERPAY DATEFSN LAPPR DOC_REFAMOUNT (COMTRACACRN
‘B422 'HI11-02 1997021200203 '97X4930 4" ‘57600 'DAAEDTIE AL
‘B422 'HI11-03 (1997021202013 '97X49304" ‘57600 'DAAEDTIE AL,
‘G422 'HI11-04 199709120020113  '97X824213" 2783200 CDAAEDTIE'AC
‘B422 'HI11-06 "199709129020113 9744930 A" 21436.92 CDAAADITI AL :I
'B422 'HI11-06 1997091202013 974930 4" 713645 U DASAORE AL
'B422 'HI11-06 199709129020113 974930 4" "17864.10 (DAAADIGZ AL
'B422 ‘HI11-06 199709120°020113 o7 4030 A" 7136 45 CDAMANRST AR
'B422 'HI11-06 199709120020113  I'O7x4030 4" 713645 CDAAADDOI AL
'B422 'HI11-08 1997091290203 978242570460 20621.00 PMETO040E" AL
'B422 'HI11-08 1997091202013 '97X82425 70460 20621.00 CMETFO040E" AL
'B422 'HI11-08 1997091202013 '97XB2425 70460 20621.00 METFO040E" AL
‘5422 'HO11-08 19970912:'020113  '97x8242 57D4E0 '20621.00 ('ME7O049E " A4
‘5422 'HO11-08 1M199709121'020113 97824257 D40 20621.00 CME7O049E" AL
‘5422 ‘H911-08 1199709121'020113  '97xB8242 57D4E0 20621.00 PMETO04TE" AL
‘B422 'HI11-08 M199702127020113  '97xE824253 70460 20621.00 'ME7O0496 " AL
‘B422 'HI11-08 ("M199702120°020113 978242370460 20621.00 CMEFO049E " AL
‘G422 'HI11-09 1997091202013 (9744930 4° ‘37500 'DAAEDTIE AL,
‘B422 'HI11-09 199709120020113 9744930 A" ‘62500 'DAAEDTIE AL,
'B422 'HY11-09 1997091202013 9744930 4" 1360 'DAAEDTI AL
'B422 'HI11-09 199709120°020113 V974930 4" ‘3.45 'DAAEDTI AL ry
] L] >
Preview: Page 1 of 10 | [ [RLRA | T

Screen V-2-4, Download Data with Header Info
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Saving to Excel

Introduction Previously you learned Downloading Search Results and the display
format you can review, now let us convert this datainto an Excel
Document.

Screen = Microsoft Excel - YOU1.CS5Y M

[

OSSR WOUCHERPAY DATEFSH LAPPR DOC_REFAMOUNT (COMTRACACRN

'B422 'HI11-02 M199709121'020113  "97x45304° ‘576.00 'DAAEQTIE AL,
'B422 '‘HI11-03 (199709121'020113 97+ 458304" ‘576.00 'DAAEODTIE"AA
'B422 ‘HI11-04 199709121020113  '97x824215 27832.00 {'DAAEDTIE'AC

'B422 'HI11-06 M19970912:'020113  97x459304A° 21436.52 'DAAADIT I AL :I
'B422 'HI11-06 M199709121'020113  '97x45930A° "7136.45 DAAADTIZ AR
'B422 'HI11-06 (M199709121'020113  '97x459304" "17864.10 {'DAAADITI AL
'B422 '‘HI11-05 M99709121'020113  '97x49304A° "7136.45 DAAADTIZAL
'B422 'HI11-06 M199709121'020113  '97x4930A° "17136.45 'DAAADIDT AL
'B422 '‘HI11-08 (M199709121'020113  'O7KB24257D460 20621.00 'MBTO049E" AL
'B422 'HI11-08 (199709121'020113  '97KEB24257D460 20621.00 'MBTO049E" AL
'B422 'HI11-08 M199709121'020113  '9VXEB24257D460 20621.00 i'MBT0049E" AL
‘G422 HA1-08 (199702020113 (97X8242 570460 20621.00 'MET00495 AL
‘G422 HA11-08 1997020020113 P97XB242 570460 20621.00 ¢ 'MET00496 AL
‘G422 HI1-08 19970912 020113 "97xB242 570460 20621.00 PMETO04TE" AL
'B422 '‘HI11-08 M199709121'020113  '97xE2425 70460 20621.00 i'MB700496 A4,
'B422 '‘HI11-08 (199709121'020113  "97xE24257D460 20621.00 "MB7T00496 A4
'B422 ‘HI11-08 199709121'020113  '97x 45930 A° ‘37500 'DAAEDTSE A
'B422 'HI11-08 9970912020113 97x49304A° ‘62500 'DAAEDTSZ AL,
'B422 'HI11-09 9970912020113 97X 4589304A° "13.60 'DAAEDTSZ AL,

'B422 'HI11-08 M99709121020113 97X 4589304° ‘3.45 ‘DAAEDTS: AL, ry

=+ L1 s

Preview: Page 1 of 10 | [ IR | [

Screen V-2-5, Download Data Converted to Excel
Steps To convert the download results to an Excel Document.
Table V-2-5. Download Data Converted to Excel
Step Action Result
1 Click on <Download The “Attention” screen
Search Results> will appear.
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Department of Defense
Electronic Document Access

Attention!

4458 rows match your query criteria. This will produce a file approzimately 0.52 ME. Do you

wish to contine?

Continue Downloading...

Start a new search or refine this query.

Eeturn to DOD EDA Document Selection Screen

Click <Continue
Downloading>

appear.

The “Warning” screen wil

File Edit “iew Go Communicator Help

=

.« @

Back  Forward  Re

v wt'Bookmarks &,

4458 rows match yor
wish to continue?

Start a new search o1
Eetumn to DOD EDA

\’_ Warmning: There is a possible security hazard here.

@

Opening:
voucher. cey using excel.

When pou download a file from the network, you should be
aware of secunty cotsiderations.

A file that containg malicious programming instructions
could damage or othenwize compromise the contents of
your cormputer.

You should only use files obtained from sites that wou bust,

What do you want to do with this file?
& o

" Save it to disk

¥ Always ask before opening this type of file
I~ Open OLE server inplace

o]

Cancel i

N |

2ME. Do you

<OK>.

Click “Open it”, then click

your file

Microsoft Excel opens

If your system has file fix
macro loaded, click on

<Import>, and then click
<Run Import>

or

The systeniReplace

Version 2.1
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screen will appear
Click on your menu Edit,

then click on Replace

5 Enter an apostrophe (‘) in The system will convert
theFind What box and | your data into a usable
click on <Replace All> Excel formatted data

screen.
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Use of Excel

Introduction Previously you learned how to convert the download results into an
Excel document, now let us use Excel to manipulate the data.

Screen Microsoft Excel - YOU1.C5Y
=| File Edit Yiew |Insert Format Tools Data Window Help

sEEEREIBEE SRR B RS E T Qe

(L1

[ava il [l[e]z]o) El==E 8] el ) [ ]
517 2] [ =SUM[G2:G16)

A B [ ¢ | o [ E | F [ 6 [ H [ 1 [ ¢
_1|DSSN WOUCHERPAY_DATIFSM APPN  |DOC_REF AMOUNT CONTRACACRN LN
2| 6422 H211-02 | 19970912 20113 |97 44930ACED 3576 DAAED7OEAA
3| 6422 H311-03 | 19970912 20113 |57 4459304060 3576 | DAAEDTSEAA
4| B422 HI11-04 19570912 20113 97x82421501 $27 532 DAAEN7IEAC
5 | B422 HI11-06 | 19970912 20113 97x4930ACED 521,437 DAAADIIZAA
_6 | B422 HI11-06 | 19970912 20113 97x4930ACED $17 136 DAAADTIZAA
7| B422/H311-08 | 19970912 20113 97x4930ACED $17 554 DAAADGIZAA
8 | B422/HI1105 | 19970912)  2011397x4930ACED §17 136 DAAADDIZAA
9| B422/HI11-05 | 19970912) 20113 97:4930ACED $17 136 DAAADDIZAA
o 6422/ H211-08 | 19970912 20113 |97 4524231 7 D460 520 621 \ME700496 A4
AN 6422 H311-08 | 19970912 20113 |87 4524251 7 D460 520 621 \MBF00496 A4
2] B422 HI11-08 | 19970912 20113 97x824251 70460 520 521 MEB7O0496 A
3] B422 HI11-08 | 19970912 20113 97x824251 70460 $20 521 ME7O0496 A
4] B422 HI11-08 | 19970912 20113 97x824231 70460 $20 521 ME7O0496 AA
14| B422/H311-08 | 19970912 20113 97x824251 70460 $20 521 MEFO0496 AA

16 B422/HI11-08 | 19970912) 20113 97X824251 70460 20 521 ME700496 AA
7| [Ez520a1]
18] v
4] 4] e[ vout Ml 5
Ready [ MWW [ [

Screen V-2-6, Excel Document

Steps To manipulate data within Excel.

Table V-2-6. Excel Document

Step Action Result
1 Click on column heading Highlights the
<G> Amounts column
2 Click <Format> on your Displays the drop
toolbar down screen
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Steps
(continued)

L esson Summary

Practice Exercise

3 Click on <Célls> and select | Thiswill set the
<Currency>in the Category | amounts as currency
section of the Number folder

4 Go to the end of thefileand | Thiswill provide you

press <Ctrl +End>, then
click on an empty cell at the
bottom of the Amounts
Column (G). Click onthe
sigmasign (%) on your
toolbar and press <Enter>

with a sum of the
amounts column

Summary

The Download Search Lesson contains the methodology on how to
download configured voucher information into an Excel format. The
student will use the computer to follow proceduresto perform
various voucher searches; retrieve voucher information from a
common database; and tailor the search information into a usable

format.

Have students complete the practice exercise on page PE-V-4.

A-140

Version 1.1



DoD EDA Web (DFAS) EDA Users Manuel

This page intentionally left

Version 2.1 141



